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Uhist, Yaropement Staff 11 Decewbex 1959
vaiel, lecvords Honagomont BLafl

veenly heport for Week Buding 9 Jecesber 1959

le Contribations

e & ble
(i) Bight oIfices transforred 263 cu. f%. of imsctive
records Lo the RBecords Cexder making » total) of

7,078 . £5. of inactive records trensferrod
thus far durisg PY 60,

(2) The Centex sz;z;aeﬁ 335 o, £%. of records
leaving k17 en. ££. % be burped.

{3) Comploted six revised furns.
{i) Cusoleted five FOTmB.

{1} Aseisted legislative Counsel in retiring & cu. £%.
of records to the Ceuter.

{2} The Filing cefrssher Training Workshop presented to
50 DDfP employees.

{3) The recurds of the President's Advisory Cozmittee
on Political Rufugess were found in New York City.
e CStalf is novw hepdling arvengmeents. Project
complete.
2. Acsigmments - Active

8. Forss

ed on k employee suggestic

{1} Seven nev and 11 ruvised forme.
(2} Teletype Dissemismtion Information Peports sod Systems.

{5) B iaimz ot  Rorme

Mmmimm coples of the proposed form for
informal coordinntion,
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{4} Ingroved Menegement i Jtocked Forms.
{5) Bxpediting Prinking of Informetion Peports.
{6} Imgrovement of Quality of Information Feports.
{7} Porms for ACA-5UL Compurter Systes.

>, Shelf Pring
{1} office of Persowal
{2}

25X1

- A re@isition for filing eguipment hes Doen sub-
mitted to Logistica. We estimate that a LOF
savings in floor apece and s 50% in file space
will be realized vhen installation is completed.

(3
(b} Office of Commmicstions
(1) Mcagemeut Steff, 06

4. Loweords Costrol Bchedules
{1} Smscoutive Registry
{2) FL stars

25X1

25X1

{1} Gevision and Reorder uf Ovexnight Sgorage Boxes.

{2) Sntrence~on~-Duty end Hefrseier Tralnlng Workshop in
Filing. See 1b(2).

{3) Physieal Covaciidmtion of Vital Weterials snd k:cords
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{5} Trensfer of Ceriedn Captured Germen Documents from
State D pertoent sed Sationsl Archives & CIA.

{1} “ecords of President's Advisory Cowalt

(i} Records Masnsgmeet

garvey of OL/AR & CD.
Burvey of W/P/PP Bupport

{7} Tecords Maxngervent
MMvision.

{3} nccords Dispomitics hetivity Fromotdon.

| special 25X1
Assistent to the DO/, to dlscuss Improviag vecords
digposition evtdvity in the DB/I mres. &

Amory has proposed ssteblishing au sruitewry
records volume redugtion goal of 209 or 2% of
carrent holdiuge e iz partienlarly luterested

in developing retirexent criseria for anelysts'
filen.

®r. Borel; AD/CH, is glving full support &
isproving records disposition in OCR. Adso, siepe
heve beer takon to reduce Tecords Comter holdings
of OCR publisstions. Stock levels smnd disposition
schednles hmve besm developed for these holdiags.
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25X1 B met with regressutatives of
Logisticon, Medical, the (ffice of the /S W 25X1

discuss »eod for werohouse ﬁmz 25X1

B | completed the RCA 51 Computer 25X1

Lo | attanded the GBA vorkshop Speedlsg  25x1

25X1 4. %‘wzﬁfa& membars of BE Support Staff, the fwecutive
PiTice of DU/P, 51D and Friasting Services _mvzmm{a an

- slerofile Project. Aapther uriefing for
25X1 @,«Wﬁ” e ¥ Ares will be given Friday,

3.1 Dacamber 1959,

Distribution:
Orig - addressee.

25X1

RECORDS CENTER ) -
nmmMQ) . .

e

25X1
Mgt/s
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